Submitting a Ticket for Innoprise Access Changes

City Of Flagstaff

1. Open CityNET in your web browser

RECENT POSTS
Innoprise/Harris Links
Printer Installs

Cisco Online phone tutorial
Stress Reduction Training
IT Project Management

EAC

FOLDERS / DIVISIONS

&= City of Flagstaff Files

& Administration

&= Courts

&= Comm Development

&= Community Enrichment

&= Economic Vitality

&= Fire

& Human Resources

@ |nformation Technology

Council Videos

Web Mail Paycheck Stubs Employee Directory IT Work Order

© SEARC

Innoprise Training

| Google Internet Search |

With the November 20th of the new Innoprise Financial System, we have compiled a

list of training resources for you HERE. This section will expand as additional training

| or
| Search Flagstaffazgov |

QUICK LINKS

»  AgendaQuick

1

documentation becomes available for different topics

If you have any questions about the training documentation available, please click

HERE to send an email to James Yates

Wellness Points Are Needed Again For This Year! 7
» All City Forms

v

> All City Groups

Ready, Set, Goll Wellness points are needed again for this year! Save the $20 monthly

v

> Budget - Finance

cost to your medical plan premium by collecting 15 points by May, 2014. Without the s
» City Code
15 points, the $20 cost will apply July, 2014 through June, 2015

v

> Coconino County
o The required screening and completion of the Health Risk Assessment (HRA) » Copy Center Requests
will eamn 7 points. A free NAPEBT screening may be obtained from many of the

» EAC Employee Advisory

screening locations around the City. You may also obtain a screening from Committee
your personal physician (co-pay may apply) :
» Employee Discounts
e Earn 1 point per month by using the PACE program, which requires 6 hours of

monthly activity. Many of you will be excited to leam that your Modern Dancing > Employee Handbook

and Curling (among many other activities) can eamn you points

v

> Employee Weliness Incentive

e There are many more details and options available to accumulate points .
» Employee Self Service
Please review the information on HR's City web site

» Freeway Closures

v

> GIS Online

2. Onthe ribbon at the top of the screen, click the option on the far right for “IT Work Order”




3. From the City of Flagstaff Help Desk site, click on the button in the lower right to create a request

Search this site... P2 (7]

City of Flagstaff Help
Desk

James Yates

N EEd hE| p? ECategory view EList view

Find commeon IT requests within the service offerings below. Using specific, canned
requests are the most efficient way to communicate your need. If you den't find what
you're looking for, create a general request.

« General

":-‘ General Help Desk

& Basic issues, troubleshooting and
support tickets.

Help Articles

FAQs and other how-to articles.

@  Online Forms

Various online forms for IT such as
new users

Can't find a solution here? Create a request




4. Click on “Go to request form”

City of Flagstaff Help Desk o

James Yates

Request Offering

Service Request

Generic Incident Request

i BT Go to request form
This request allows you to submit the incident

Related help articles: Related service offerings:

5. Fill out the appropriate information regarding your issue (be sure to choose Innoprise as the category)

City of Flagstaff Help Desk = .o

James Yates
Request Offering

Service Request

Generic Incident bt
Request

Please fill in the form below to submit your request -
1 Provide information

Please enter the title for the issue

Missing Account Numbers Review and submit

Please describe the symptoms of the issue in details . .
Confirmation

User John Doe does not have access to the necessary
Accounts, please add account numbers: XxXX-XX-XXX-XXXX-
X-XXXX

Please select a category of the issue

Innoprise hd

How urgent is the issue

Medium A

Please enter alternate contact information if needed v




6. Click Next

Please enter alternate contact information if needed

< Back Next -2 Cancel X

7. Review your ticket for accuracy, then click Submit

Please enter alternate contact information if needed

< Back Submit - Cancel X

8. Your ticket has been submitted, you will receive a response from the Innoprise Support Team as soon as

possible.

Generic Incident
Request

V Your request has been submitted ID:

Request opened on:
Monday, November 18, 2013 12:56:39 PM

It may take a few moments before your...

=t Back to home View my requests

Service Request

This request
belongs to:

Provide information

Review and submit
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